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OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

IN‘STRUCTIONS See Pubhcat;on No. 76—RM-1 for instructions on completing this form. Forward slgneql orngmaf to

Department of Archives and History, Records Management Dwnsnon 330 Capitol Avenue Atlanta Georgia, 30334,
Attention: Scheduling Section.

-

The Stone Mountain Inn and Restaurant provides lodging accommodatlons, meals,
entertainment, and various personal services to the public, Meals are served
to resident dguests of the Inn and the general public, singly or in groups, and
also for conventions, banquets and receptions. The Restaurant also caters for
private parties held in the Park, but- not in the Inn itself,

7. Record Ser:es Descnptlon This file contams the followmg documents finclude form numbers and titles, if any):
Attach samples of the file,

Documents relating to: recording charges incurred by guests during their stay at the
: Stone Mountain Inn.

Included are: "Guest Folio Sheet” (yellow copy), which lists guest name, address,
date arriving, date of departure, description of charge, amount of
charge or credit, and balance of account, Also listed is guest's
signature if the bill is being charged to another party.

e

File is arranged: numerically by folio heet number,
‘.. .‘. - ', '“ *“ . . 7\. . .g\_‘ '—..:. ) N .

8. Monthly Reference Rate How often are records referred to which are:

e

- One to six months old ____.2.9___._._... Seven to tweive months old
twenty-f véemonthsandolder__ - ___?

- ——— .

.- Thirteen to twenty-four months old

—eau e B — e

9. Annual Rats, of Accumulatlon ‘of Re Remrds ' 3
Letter-$ize drawers — . ; Legal-size drawers

—7Shelves __._. ______:Other {specify) R

[ FOR AGENCY USE 1. Agency Address | FOR RECORDS MANAGEMENT USE
Application Date Stone Mountain Memorial Association Application Number
Stone Mountain Inn and Restaurant 7 8... l 5- 8
Applgé;;en Number - P.O. Box 775 " : Sots Recaosa Dot Comp!etefa'"ﬁ .
Stone Mountain, Ga. 30086 . JUL 2 7 1978
R e o e |AUG_10 1578
2. Person to Contact : : Workmg Title Telephone Number
John Cape _ Bookkeeper 469-3311 ext, 164
3. Act;on R;Qt;e;ted o i T T T
a. X] Estapiisn Retention Schedule; record wiil continue to accumulate.
b. [O Dispose of present accumulation: no further accumulation anticipated.
¢. 3. Amend Application No. ___ Check One: [J Change; O Supercede; O Void o
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest
1971 LTo Date Guest Folio Sheet Files (Guest Folio)
6 D.J.E:oﬁ end &flce Funcnon What is the functlon of the Dwusnon and the Office i in whlcn jcﬁi—s'record senes is created7 T
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YES_LNO L‘IO. Guestignn;ire {Place an "X in the pfODe!" EEQ!_LJU""} ] ___ _— . o ,,_ _,_,_,,._
a. Is this the official copy of the series? 4 .

S RS — — .. [f not, where is it? e - . | e

E b. Does the series contain confidential information requiring security handling? If ves, cite law or regulation. .

= X )

= { X 1 _c. lsthis a vital record? : ) A

X | d. Does this series have historical or long term research value?

J& @. When one or two documents in the file make it necessary to keép the entire file for a long period, could these
| N/R | _ _ documents be scheduled separately? \

=] lx & lathy ationcoatained in this series ever published? if ves, attach copy, _

E ~g." Is'the infoffitation cdntained in this series ever analyzed and/or recorded in a summarized report?

= X 1| __ | ._lfves attach copy. Summarized in Inn/Restaurant Daily Financial ‘Audit Reports L

- h. Is there a duplication of this series in your office, or in another office or agency?

= X | _Ifves where? e —

< | _X L i s this series {or a major portion of it) reqularly microfilmed? __ B

g | % | i._Does the record series result in a computer printout?

;f " 1 11. Retention Requirements The following requires the series to be kept:

B . '-

= a. State Law 0 years. d. Audit period i years,

: E b, Statute of limitation 0 years. _ e, Administrative need 5 ~.years,

i c. Federal law 0 ... years. . f. Federal retention instructions _ years.

.— !

g Attach copy or excerpt of laws or regulations. Explain administrative need.

é Retention will satisfy audit and administrative reference requirement.,

{ 12. Vﬂﬁﬁr;i};&ﬂodis?‘osition‘ Inn;ucﬁon; - This agency rgcommeﬁds that the file series be cut off ‘at the end of each: .

i = :© = "= [ Calendar Year: O] Fiscal Yéar: (¥ Other _ Quarter A then,

: . 7:' PR - -~ - R .'_" “'. - . . T - - .

= O Hold in the current filesarea _______month(s) .. vear(s); then

_ i Transfer to local holding area, hold .—.year(s); then

§ O Transfer to State Records Center; hold . .. __year{s); then

5 &l Destroy.

5 O Transfer to State Archives for permanent retention.

= O Other (Specify)
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E These instructions apply to ail prior and future accumutations of the series,

l Age;ﬁ 4 nglSes Date Date |

} Y, -
Lol o281 7-24-78

é?z}ggﬂf L= . = (V [ -
C / ﬂ State Records Committee (Signature) Date
Reco ndations in para- " .
graph 12 are approved. State Auditor/Designee \ ‘_g___éz.-—”( g. ? s 73
(If disapproved, attach letter ”

of explanation.) : Secret%ate/!)esignee GW& % W §- 7 -7

1 ‘ Attorney General/Designee ”M (ﬁLLM ] é ] 7 -1 i_
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